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The   Honorable   F'orrest   H.   Anderson 

Governor 

State  of  Montana 

Helena,  Montana  59601 

Dear  Governor  Anderson: 

In   aceordance  with   the  requirements  of  Sections  82-4002,   R.  C.   M.    1947, 
there  is  herewith  transmitted  to  you   the  report  of  the  Department  of  Administration 
covering  the  fiscal  year  ended  June  30,    1970. 

Major  accomplishments  during  the   year  included: 

►  Established  Statewide  Management  Information  Dissemination  System; 

►  Established  a  Board  of  Review; 

►  Established  a  Sinking  Fund  Account  Investment  Program; 

►  Established  a  Pro-Rata  Plan; 

►  Developed  and  implemented  a  streamlined  claims  processing  system; 

►  Improved  central  data  processing  services; 

►  Increased  the  State's  telecommunications  network;  and 

►  Implemented  a  Capital  Construction  Accounting  System. 
Recommendations  to  facilitate  the  achievement  of  goals  include: 

►  Continue  the  design  and  implementation  of  a  Uniform  Statewide 

Budgeting  and   Accounting  System; 

►  Secure   legislation   to  establish  a  sound  program  of  personnel   management 

in  State  government; 

►  Centralize  within  the  Department  of  Administration  an  investment 

program; 

►  Authorize  and  appropriate  funds  to  implement  a  comprehensive  data 

processing  study; 

►  Adopt  a  construction  project  pre-planning  program; 

►  Adopt  a  capital  construction  program  funding  plan; 

►  Develop  and   maintain  a   meaningful   revenue  analysis  and  evaluation 

system; 


►  l)i.vol()|i   .1    niasUr   |il;m    loi    loiin-tcrm   use  ol    c;ipi|i)l  compk-x    l;iiul; 

^  Seek   revision  of  puaiiasing  eonlracls  to  permit   longer  duration  of 
contracts: 

►  Assist   in   the  development   of  a   records  retention   program:  and 

►  Secure   funds  to  develop  and   implement   a  standards  and  specifications 

suh-program  within   the  Central   Purciiasing  Program. 


Respectfully   submitted 


Doyle  B.  Sax  by,  CPA 
State  Controller 
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PRINCIPAL    OFFICES    AND    OFFICERS 


PRINCIPAL    ADMINISTRATIVE    OFFICERS 


Doyle    B.    Saxby ,    CPA State   Controller 

Jack   C.   Grosser    Assistant  State  Controller 

Carl   Kuney Director  of  Accounting 

Phil   Hauck Director     of  Architecture  and   Engineering 

Keith  Colbo Director  of  Budgeting 

Troy   McGee Director  of  Data   Processing  * 

Harrison    Lowe Director  of  General   Services 

Ron   Near Director     of  Management  Systems 

Mike  Weggenman Director  of  Purchasing 


PRINCIPAL    OFFICES 

State  Capitol   Building Helena 

Sam   M.  Mitchell   Building Helena 


LEGAL    REFERENCES 


GENERALLY 

The  statutes  relating  to  the  operations  of   the  Department  of 
Administration  are,  for  the  most  part,  contained   in  the  following 
Sections  of  the   1947  Revised  Codes  of  Montana.     79-1001    through 
79-1019  (referred  to  as  the  State  Budget  Act);  Sections  82-106 
through  82-112;  Sections  82-1901   through  82-1928;  and  Sections 
82-3301    through  82—3322,  known  as  the  Department  of  Administration 
Act. 
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PRINCIPAL    GOALS 


Provide  timely,  efficient,  dependable,  and  economical  centrali/^cd 
administrative  and  management  services  to  all  State  agencies  to  make 
tfio  operation  of  State  government   less  costly  and  more  effective. 
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PROGRAM    INVENTORY    AND    COST    SUMMARY 


Cost 
PROGRAM  1969.70  f.Y. 


Controller $  35,020 

Accounting 149,346 

Architecture  and   Engineering    91 ,507 

Budgeting   69,203 

Data   Processing 601,262 

General  Services 363,1 54 

Management  Systems 47,331 

Purchasing     1 36,443 

TOTAL  $1,493,266 

Less:   Data  Processing  costs  charged 

to  other  agencies  -   601,262 

NET  TOTAL  $    892,004 
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MAJOR    ACCOMPLISHMENTS 


PROGRAM  >-      CONTROLLER 


O 


MANAGEMENT   INFORMATION   DISSEMINATION  SYSTEM   ESTABLISHED 


A  series  of  Management  Memos,  relative  to  a  wide  range  of  subjects  of  vital 
concern  to  management  has,  and  will  continue  to  be,  distributed  to  the  managers  of  the 
various  State  agencies.     These  memos  have  provided: 

"Improved  communications  among  agencies; 

o  Uniform  operating  procedures  in  areas  covered;  and 

o Improved  management  practices  throughout  State  government. 


^ 


BOARD  OF   REVIEW  ESTABLISHED 


A  Board  of   Review  was  established  as  directed   by  the  41st   Legislative 
Assembly.     The  Board,  with  staff  assistance  from  the  Statewide  Budget  Administration 
Program,  has  prepared  and  approved  a  Federal  Cost  Allocation  Plan  and  a  State  Pro-Rata 
Plan  for  the   1969-70  fiscal  year. 


^ 


SINKING    FUND  ACCOUNT'S  RESERVE   INVESTED 


Investment  of  the  reserve  which   is  required  when  the   Long   Range  Building 
Program  Sinking   Fund  Account,  was  accomplished  as  of  December   1,    1969.     At  current 
interest  rates,  this  investment  will  result  in  approximately  $80,000  in  revenue  to  the 
Sinking   Fund  Account. 


PROGRAM   ►      ACCOUNTING 


B> 


PRE-AUDITING   OF   CLAIMS  REDUCED 


As  recommended  by  the  Legislative  Auditor,  the  Department's  Management 
Systems  Program,  in  cooperation  with  Central  Accounting,  designed  and  implemented  a 
sample  technique  for  pre-auditing  claims.     The  change  achieved   the  following: 

"Reduced  the  staff  by  3  man-years  for  an  estimated  savings  of  $15,000 
annually. 

"Reduced  the  average  claim  processing  time  from  5  days  to  2  days — 
resulting  in  faster  payment  to  the  State's  suppliers. 

"Reduced  the  clerical  functions  performed  within  the  Central  Accounting 
Program  to  permit  the  development  of  a  professional  staffing  level 
needed  to  improve  the  quality  and  scope  of  financial  analysis  services 
provided  by  this  program. 


[s^  PURCHASE  ORDER   RECORDING  AUTOMATED 

A  procedure,  automatimj  the  process  of  recordinc)  purchase  orders  and  claims 
against  the  purchase  orders,  was  developed  and  implemented.     This  procedure  has  decreased 
processing  time;  increased  accuracy;  and  improved  control  over  expenditures.     As  a  result, 
the  management  of  appropriated  funds  has  been  improved. 


PROGRAM  >>      ARCHITECTURE  AND  ENGINEERING 

je^  BUILDING   CONSTRUCTION  PROJECTS  COORDINATED 

One  hundred  fifty-five  construction  projects  were  coordinated  during  the  year. 
Of  these,  86  were  major  projects  (over  $10,000)  and  69  were  classified  as  minor  projects 
(under  $10,000).     On  June  30,    1970,   30  major  projects  were  in  the  process  of  construction. 
These  projects  represented  contracts  totaling   19.6  million  dollars.     As  a  result  of  this 
central  coordination  service,  the  State's  construction  monies  have  been  expended  as 
authorized  by  the  underlying  contracts  and  the  State  has  been  assured  that   it  has  received 
the  performance  for  which  it  has  paid. 

(testate   BUILDING  PROGRAM  SAVED  AND   INTEREST  COSTS  REDUCED 

In  spite  of  an  unfavorable  bond   market  and  an  out-of-date  State  statutory 
interest  limitation  of  bWo.  the  authorized  State  Building  Program  has  progressed  reasonably 
close  to  the  anticipated  schedule.     This  was  accomplished  by  continuing  the  design  work 
until  bonds  could  be  sold  and   issuing  relative  short-term  (9  year)   bonds  rather  than  long- 
term  (30  year)   bonds  as  previously  done  in  the  past.     By  issuing  short-term,  rather  than 
long-term  bonds,  the  State  will  realize  interest  savings  totaling  approximately  8.7  million 
dollars  over  the  life  of  the  bonds. 

The  annual  payments  for  principal  and   interest  on  short-term  bonds  is  greater 
than  that  paid  on  long-term  bonds.     As  a  result   it  was  feasible,  at  that  time,  to  issue  only 
$11,845,000  of  the  $18,000,000  authorized.     Because  of  this  limitation,  45  authorized 
projects  had  to  be  deferred. 

^^  CENTRAL   FISCAL  CONTROL  OVER     BUILDING  PROJECTS      ACHIEVED 

The  Department's  Management  Systems  Program,  in  cooperation  with  the 
Architecture  and   Engineering  Program,   implemented  a  system  of  central  fiscal  control  over 
all  State  building  construction  projects  (with  the  exception  of  highway  construction).     This 
resulted   in; 

o  Improved  public  relations  resulting  from  quicker  payments  to  contractors 
and  a  simplification  of  inter- state  agency  processing  procedures. 

o  Faster  and  a  more  efficient  system  of  assessing  and  collecting  construction 
supervision  fees. 
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oMore  timely  and  accurate  information  for  management  decision  making. 

oMore  effective  utilization  of   federal  cost-sharing  funds. 

o Provided  management  with  its  first  comprehensive  record  of  the  State's 
construction  program. 


PROGRAM  ►      BUDGETING 


0 


9>   MONTHLY   BUDGET  STATUS  REPORT  SYSTEM   IMPLEMENTED 


Design  and   implementation  of  a  computerized   m  )nthly  report  which   indicates 
each  State  agency's  expenditures  for  the  month,  year-to-date,  and  total  per  cent  Oi   the 
budget  expended,  was  achieved.     Information  of  this  nature  is  provided  by  program  and 
by  object  of  expenditure.     These  Budget  Status  Reports  have  proven  to  be  a  valuable 
tool  aiding  in  the  fiscal  management  processes  at  the  agency  and  central  government   levels. 


E> 


REVISED  AGENCY   BUDGET  REQUEST   FORMAT  ADOPTED 


A  revised  format  for  presenting  agency  budget  requests  for  the   1971-73  biennium 
was  adopted.     Agency  programs  have  been  revised  and  realigned  to  more  fully  explain  each 
agency's  operations  and  the  financing  of  operations.     Emphasis  has  been  placed  on  what  is 
accomplished  rather  than  how  it  is  accomplished.     This  provides  both  management  and  the 
Legislature  with  more  appropriate  information   upon  which  to  make  better  decisions. 

m>  GENERAL   FUND   REIMBURSEMENTS.  UTILIZING  A  PRO-RATA  PLAN,  WERE   INCREASED 

A  Pro-Rata  Plan  was  developed  to  allocate  the  costs  of  services  provided  by 
central  agencies  financed  from  the  General   Fund  for  special  fund  agencies.     The  plan  was 
prepared  under  the  direction  of  the  Board  of  Review  in  accordance  with  Chapter   11,   Laws 
of  Montana,   1969.     As  a  result  of  this  plan,  reimbursements  to  the  General  Fund 
approximated  $140,000  during  the  1969-70  fiscal  year  and  true  program  costs  will  be  more 
accurately  determined  in  the  future. 

1^  A  COST  ALLOCATION   PLAN  APPLICABLE  TO   FEDERAL  GRANTS  PREPARED 


E> 


A  Cost  Allocation  Plan  was  prepared   in  accordance  with  United  States  Bureau 
of  the  Budget  Circular  A— 87  to  allocate  part  of  the  costs  of  providing  central  services  to 
various  Federal  Grant  programs  and  Federal  Contracts.     These  allocated  costs  are  eligible  for 
reimbursement  under  the  Federal  Grant  or  Contract  provisions. 


E> 


A  SUMMARIZATION  OF  GENERAL  FUND  REVENUE  SOURCES  PREPARED 


An  analysis  of  General   Fund  revenue  sources  was  prepared  and  published.     The 
report  contains:      revenue  source  information  by  agency;  statutes  governing  collections; 
historical  collection  data;  and  recommendations  for  modifying  revenue  account  and   reporting. 
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E> 


INACTIVE   TREASURY   FUND   ACCOUNTS  ELIMINATED 


An  inventory  and  subsequent  evaluation  was  made  of  all  accounts  withiti  the 
eight  special  funds  of  the  State's  Treasury  Fund   structure.     The  published  report,  which 
is  maintained  on  a  perpetual  basis,  contains  revenue  source  information  by  account;  the 
purpose  or  use  of  such  revenues,  and  the  account's  recent  appropriation  history.     Numerous 
inactive  accounts  were  eliminated  from  the  Treasury  Fund    structure  as  a  result  of  this 
review  and  evaluation. 


PROGRAM^     DATA  PROCESSING 


E> 


EQUIPMENT  UTILIZATION   INCREASED 


1968-69 
follows: 


Equipment  utilization  was  increased  by  7,392  hours  or   14.9%  over  that  of  the 
fiscal  year.     A  comparative  schedule  of  machine  usage  by  types  of  equipment 


EQUIPMENT 
Computer 
Unit   Record 
Data  Capturing 
Form   Handling 

TOTAL  HOURS 


HOURS •  • 

Increase 

1968-70 

1969-70 

(Decrease) 

2627 

2994 

367 

6862 

5284 

(1578) 

39577 

48135 

8558 

547 

592 

45 

49,613 

57,005 

7,392 

jl^  DATA  PROCESSING  SERVICES  IMPROVED 

The  following  operational  improvements  were  made: 

oA  more  sophisticated  computer  was  ordered  to  replace  the  existing 
computer.     The  new  computer  will  provide  needed   increased  data  processing  services  to 
using  agencies  at  the  most  economic  cost  level  available.     Also,  with  this  new  system, 
users  will  eventually  be  able  to  connect  directly  on-line  with  the  computer  through 
remote  telephone  networks.     This  will   increase  both  the  input  and  processing  capabilities 
of  the  total  system. 

oA  Data  Processing  User's  Manual  was  prepared  and  distributed  to  State 
agencies.     This  document  sets  forth  and  explains  the  duties  and  responsibilities  of  the 
central  data  processing  center  and  the  using  agencys'  responsibilities.     Hopefully,  the 
distribution  of  this  document  will  provide  better  insight  for  using  agencies  as  to  the 
capabilities  and  the  appropriate  uses  of  automatic  data  processing  facilities. 

o  Redesigned  and  documented   improved  operating  instructions  relative  to 
records  retention,  data  processing  procedures,  individual  program  documentation,  and  work 
in  progress.     Proper  implementation  and  adherence  to  documentation  standards  will   provide 
the  nocessiiry  tool  for  employees  to  increase  efficiency  and  productivity  which  will   result 
in  an  increase  in  services  provided  to  using  agencies. 
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o  During  the  year,  personnel  was  added  to  the  staff  to  increase  the  s\ze 
ond  supervision  capabilities  of  the  progrannincj  staff   in  an  effort   to  provide  needed 
increased  services  to  using  agencies. 

[^^^  COPY  center  services  expanded 

To  provide  both  an   increased  service  level  to  the  Legislative  and  a  higher  level 
of  reproduction  service  to  State  agencies  during  the  period  of  time  the  Legislature  is  in 
session,  and  an  additional  duplicating  machine,  collator  and  copy  maker  was  ordered.     Although 
this  is  not  necessarily  a  solution  to  all  of  the  reproduction  problems  that  occur  when  the 
Legislature  is  in  session,  it  will  alleviate  a  substantial  portion  of  lead  time  problems. 


PROGRAM^     GENERAL  SERVICES 


|J^  STATE'S  telecommunications  NETWORK   EXPANDED 

Twenty-one  additional  telecommunication   lines  were  added  to  the  State's  existing 
44   line  system  increasing  the  total  network  capability  by  48%.     In  the  past  a  great  deal 
of  the  employees'  time  has  been  spent  in  an  effort  to  obtain  telephone  lines  to  place 
telephone  calls.     The  48  per  cent  increase  in  the  telecommunications  network  will  substantially 
reduce  that  problem.     With  the  increasing  trend  of  telecommunications  usage  this  improve- 
ment should   result   in  considerable  man-hour  savings. 

[instate  TELEPHONE  SWITCHBOARD  CAPABILITIES  INCREASED 

An  automatic  telephone  switchboard  was  installed  to  replace  an  existing  manual 
PBX  switchboard.     Benefits  realized  from  this  upgrading  of  equipment  are: 
ojelephone  switchboard  service  level  has  been  increased. 

oTwenty-four  hour  automatic  switchboard  service  is  now  provided 
(versus  a     10-hour  service  prior  to  the  change). 

oJhe  speed  of  making  telephone  calls  has  increased  because  employees 
no  longer  have  to  go  through  an  operator  to  place  local  calls. 

oCost  savings  amounting  to  $20,000  have  been  realized  as  a  result  of 
the  change-over  from  manual  to  an  automatic  PBX  switchboard.     This 
savings  can  be  attributed  to  the  difference  between  equipment  costs 
and  the  elimination  of  two  switchboard  operators. 


PROGRAM^      MANAGEMENT  SYSTEMS 


ORGANIZATIONAL   DEVELOPMENT   ACHIEVED 

Organized  and  staffed  a  management  systems  unit  to  design  and   implement  a 
uniform  State  accounting  system  as  directed  by  the  41st   Legislative  Assembly. 


i> 


CAPITAL  CONSTRUCTION   ACCOUNTING  SYSTEM  DESIGNED  AND  IMPLEMENTED 


Designed  and  assisted   in   implementing  a  system  for  accounting  and  controlling 
the  financial  administration  of  the  capital  construction  program   in  the  Architecture  and 
Engineering  Program.      In  addition  to  the  resultant  benefits  detailed  under  the  Architecture 
and   Engineering  Program,  an  additional  $11,000  was    saved   through  utilization  of   in-service 
consultants. 

[2^  CLAIMS  PROCESSING  AND  PRE-AUDIT  SYSTEM   REDESIGNED  AND   IMPLEMENTED 

Designed  and  helped   implement  a  more  efficient  method  of  processing  and 
pre-auditing  claims  in  the  Central  Accounting  Program.      In  addition  to  the  resultant  benefits 
detailed  under  the  Central  Accounting  Program,  by  using  in-service  consultants,  the  project 
cost  approximately  $6,000  less  than  would  have  been  otherwise  expended. 

23>  MANAGEMENT  CONSULTING  SERVICES  WERE  PROVIDED  TO  THE    LIQUOR  CONTROL  BOARD 


^ 


Assisted   in  evaluating,  designing  and   implementing  improved  operating  procedures 
recommended  by  the  Legislative  Auditor.     Our  consulting  services  were  provided  at  about 
one-third  the  cost  of  outside  consultants  at  a  savings  to  the  Liquor  Control  Board  of  about 
$20,000. 


CENTRAL  ACCOUNTING  SERVICES  PROVIDED 

The  accounting  services  sub-program  within  the  Management  Systems  Program 
provides  bookkeeping  and  financial  management  services  to  those  State  agencies  which 
cannot  effectively  provide  these  services  internally  or  afford  a  non-State  financial  advisor. 
This  service  is  provided  at  a  minimum  cost  to  the  agencies.     In  addition,  this  sub-program 
may  assist  agencies  in  contacting,  interviewing  and  selecting  competent  fiscal  personnel  for 
their  agency's  use. 

^^  FORMS  DESIGN  SERVICE   PROVIDED 

Established  the  facilities  to  design,  improve  and  produce  the  various  forms  used 
by  State  agencies.     Numerous  forms  have  been  designed  and  arc  in  use.     The  resultant 
design  and  appearance  of  these  forms  approximates  the  quality  of   those  produced   by 
commercial  printing  firms.     This  service  is  supplied  for   about  one-third  the  cost  of  commercial 
rates  and  can  be  produced  several  weeks  sooner. 
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PROGRAM  ►      PURCHASING 

[2>  COMMODITY  DISTRIBUTION   PROGRAM  ESTABLISHED 

Roce.vod  a  federal  .ss.stcmc.  gr.,nl   c,l   $4b,b47  for   the  expansion  of   the 
Comn.od.tv  D.str,but.on  Program  .n  Montana.     This  grant  enabled  the  Purchasing  D.vis.on 

"Move  the  program's  central  warehouse  from  W.,rm  Springs  State 
Hospital  to  a  leased  warehouse  in  Helena. 

-Provide  two  and  one-half   more  man-years  for   the  program  and   thus 
Ihe^St'aV       '°''''^'  '""^  ^"'"^  supervision  of  the  program  throughout 

effective  Jull'l'  I'oT^Th'  "h''''''"  '"'""  ""  ^""'""'  ^°  '''  ^^'^-^  department 
effective  July  1.  1970.  This  change  was  made  to  provide  better  coordination  and  supervision 
of  welfare  programs  within  the  State.)  supervision 

[2>>.  CENTRAL  PURCHASING   FUNCTION   IMPROVED 

improved   the  central  purchasing  function   by: 

"Adding  another  buyer  to  the  staff  of  four  buyers. 

°  Redesigning  and  improving  the  format  of  standard,  statewide 
purchasing  forms. 
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MAJOR    RECOMMENDATIONS 

Priority 
(of   11) 

RECOMMENDATION 

PROGRAM 

1. 

Continue  the  design  and   implementation  of  a 
Uniform  Statewide  Budgeting  and  Accounting 
System. 

Management  Systems 

2. 

Secure  legislation   to  establish  position  and 
classification  controls. 

Budgeting 

3. 

Centralize  in  the  Department  of  Administration 
the  responsibility  for  monitoring,  analyzing  and 
investing  the  State's  surplus  funds. 

Controller 

4. 

Appropriate  $100,000  to  provide  for  a  com- 
prehensive study  of  Montana's  data  processing 
needs. 

Data  Processing 

5. 

Initiate  a  pre-planning  program  for  all  projects 
over  $300,000  before  submitting  the  proposed 
project  to  the   Legislature  for  its  consideration. 

Architecture  and   Engineering 

6. 

Adopt  a  plan  for  funding  the  capital  construc- 
tion  program  on  a  cash  basis  supported   by  a 
dedicated  tax  source. 

Architecture  and   Engineering 

7. 

Develop  and   maintain  data  for  meaningful 
revenue  analysis  and  evaluation. 

Budgeting 

8. 

Develop  a   master  plan  for  the   long-term  use 
of  land   in    the  capitol  complex  area. 

General  Services 

9. 

Revise  the  State  purchasing  laws  to  permit 
the  State  to  enter  into  contracts  of  a 
duration   longer  than  one  year. 

Purchasing 

10. 

Assist  in  the  development  of  a  records 
retention   program  and   issue  records 
destruction  guidelines  for  all  State  agencies. 

General  Services 

11. 

Secure  additional  funds  needed   to  organize 

a  standards  and  specifications  sub-program  within 

the  Central  Purchasing  Program. 

Purchasing 
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PROGRAM  ►       CONTROLLER 

Required   Implementation   Action  ■  •        Executive/Legislative 

Priority   Rating  •■  •     3  of   11 

Category  -  .  ■      Increasing   Existing  Services 

RECOMMENDATION 

Centralize  in   the  Department  of  Administration   the  responsibility  for  monitoring, 
analyzing  and   investing  the  State's  surplus  funds. 

DISCUSSION 

A  centralized  surplus  money  investment  program  should  generate  considerably 
more  revenue  to  the  State  annually.     The  Governor's  Commission  on  Executive  Reorganization 
has  tentatively  recommended  that  this  function  be  assumed  by  the  Department. 


PROGRAM^      ARCHITECTURE   AND  ENGINEERING 

Required   Implementation  Action  -  ■  ■     Executive 

Priority   Rating...      5  of   11 

Category  .  -  .      Increasing   Existing  Services 

RECOMMENDATION 


Initiate  a  pre-planning  program  for  all  projects  over  $300,000  before  submitting 
the  proposed  project  to  the   Legislature  for  its  consideration. 

DISCUSSION 

Presently,   projects  are  submitted  without   investigating  space  and  construction 
requirements,   location,  soil  condition,  etc.     This  often  results  in  projects  being  grossly 
over-or  under-funded. 


PROGRAM^       ARCHITECTURE  AND  ENGINEERING 

Required   Implementation  Action  ■  -  .      Executive 

Priority   Rating  ■  ■  .     6  of   1 1 

Category  ■  • • 

RECOMMENDATION 

Adopt  a   plan  for  funding  the  capital  construction  program  on  a  cash  basis 
supported  by  a  dedicated  tax  source. 

DISCUSSION 


This  would  permit  better  planning  and  scheduling  of  the  construction  program 
and  would  result   in   major  savings  in   interest  that  is  now  being  paid. 
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PROGRAM^       BUDGETING 

Required    Implementation   Action     ■        Legislative 
Priority   Rating  ■  •  •     2  of   11 
Category  -  ■  ■     Adding  New  Services 

RECOMMENDATION 

Secure  legislation  to  establish  position  and  classification  controls. 

DISCUSSION 

A  sound  program  of  personnel  management   is  urgently  needed  to  promote 
more  effective  administration  of  State  government. 

PROGRAM^       BUDGETING 

Required   Implementation  Action  .  ■  ■     Executive 

Priority   Rating  ■■  ■     7  of   11 

Category  •  •  •     Increasing   Existing  Services 

RECOMMENDATION 

Develop  and  maintain  data  for  meaningful  revenue  analysis  and  evaluation. 

DISCUSSION 

Having  an  effective  revenue  analysis  program  will  permit  the  State  to  be  able 
to  more  effectively  forecast  future  revenues  which  would  aid  the   Legislature  in  the  process 
of  establishing  appropriations,  within  available  revenue. 

PROGRAM  ►       DATA  PROCESSING 

Required   Implementation  Action  ■  ■  •     Legislative 

Priority   Rating...     4  of   11 

Category  ■  -  ■     Increasing  Existing  Services 

RECOMMENDATION 

Appropriate  $100,000  to  provide  for  a  comprehensive  study  of  Montana's  data 
processing  needs. 

DISCUSSION 

Such  a  study  should   include: 

o Evaluation  of  the  operations  of  data  processing  installations 
throughout  State  government. 

"Determination  of  potential  users  and  major  applications  that 
should  be  automated. 

o Recommendation  of  how  data  processing  facilities  should  be 
coordinated  and  grow  over  the  next  five  years. 
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PROGRAM^       GENERAL  SERVICES 
Required    Implementation   Action  •  •  •      Executive 
Priority   Rating  ■     ■     8  of   11 
Category  ■  ■  .      Increasing   Existing  Services 

RECOMMENDATION 

Develop  a  master  plan  for  the  long-term  use  of  land  in  the    capitol  complex 


DISCUSSION 

A  master  plan,  outlining  the   long-term  use  of   land   in  the  capitol  complex 
area,   if  developed,  would  aid   in  acquiring  selected  properties  adjacent  to  the   capitol 
complex;  consolidate  and  protect  the  State's  holdings;  and  provide  the  necessary  groundwork 
for  future  development   programs. 


PROGRAM  ►       GENERAL  SERVICES 

Required   Implementation   Action  ■  ■  ■     Executive 

Priority   Rating  ■■  ■      10  of   11 

Category  ■  ■  ■      Increasing  Existing  Services 

RECOMMENDATION 

Assist  in  the  development  of  a  records  retention  program  and   issue  records 
destruction  guidelines  for  all  State  agencies. 

DISCUSSION 

The  State  urgently  needs  an  effective  system  to  provide  for  records  retention 
and  destruction.     A  system  of  this  type  would   include  a  uniform  records  system  which 
would  permit  the  retrieval  of  records  in  a  timely  manner. 


PROGRAM  ►       MANAGEMENT  SYSTEMS 

Required   Implementation  Action  ■  ■  ■      Legislative 

Priority   Rating  ■•  ■     1   of  11 

Category  ■  ■  ■     Continuing  Existing  Services 

RECOMMENDATION 

Continue  the  design  and   implementation  of  a  Uniform  Statewide  Budgeting 
and  Accounting  System. 

DISUCSSION 

If   sound  fiscal  administration   in  State  government   is  to  be  achieved,  the  present 
effort   must  be  continued   until   the  new  system  is  fully   implemented  and  working  smoothly. 
Operating  personnel  must  be  trained  in  the  system  before  it  will  operate  effectively.     This 
will  require  the  continued  appropriation  of  funds  to  finance  this  crucial  project. 
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PROGRAM^       PURCHASING 

Required   Implementation  Action  ■  ■  •      Legislative 

Priority   Rating  ...     9  of   11 

Category  ■  ■  .     Providing  Greater  Authority   To   Administer   Existing  Programs 

RECOMMENDATION 

Revise  the  State  purchasing  laws  to  permit  the  State  to  enter  into  contracts 
of  a  duration   longer  than  one  year. 

DISCUSSION 

It   is  unrealistic  to  expect  business  firms  to  bid  on   large  contracts  that   require 
a  substantial  investment  when  they  may  lose  the  contract  at  the  end  of  one  year. 
Implementation  of  this  recommendation  should  substantially  reduce  the  cost  of  government. 


PROGRAM^       PURCHASING 

Required   Implementation   Action  .  ■  ■     Legislative 
Priority   Rating ...      11    of   11 
Category  .  .  ■     Adding  New  Services 

RECOMMENDATION 

Secure  additional  funds  needed  to  organize  a  standards  and  specifications  sub- 
program within  the  Central  Purchasing  Program. 

DISCUSSION 

This  sub-program  will  develop  standards  and  specifications  for  merchandise 
upon  which  vendors  submit  bids.     By  providing  standards  and  specifications,  the  purchasing 
of  state  forms  and  equipment,  for  example,  will  fall  under  a  uniform  system  resulting  in 
considerable  savings. 
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ANALYSIS    OF    PROGRAMS 


PROGRAM  ►     CONTROLLER 
SERVICES    PROVIDED 

This  program  is  responsible  for  the  supervision  and  coordination  of  the  activities 
of  the  several  programs  of  the  Department  of  Administration,  and  numerous  indirectly 
assigned  responsibilities  related  to  the  fiscal  procedures  and  policies  of  the  State. 

OBJECTIVES 

Provide  effective  guidance  in   the  area  of  responsibilities  to  all  agencies  of  State 
government;  establish  improved  cash  management  policies  and  procedures;  establish  uniform 
procedures  for  the  issuance  and  sale  of  bonds;  review  the   Laws  governing  the  functions  of 
this  Department  and  propose  corrective  legislation  where  needed. 

TARGET  GROUP 

The  Department  of  Administration   is  responsible  to  provide  administrative  services 
to  all  State  agencies  under  its  statutory  authority.     Therefore,  all  State  agencies  under  the 
authority  of  the  State  Controller  are  considered   target  groups. 

ACHIEVEMENTS 

"Issued  a  new  numbered  series  of  Management  Memos  to  all  State  agencies 
relative  to  a  wide  range  of  subjects.    The  objective  of  these  memos  is  to; 

Improve  communications 

Establish  uniform  operating  procedures 

Improve  management  practices  throughout  State  government 

oQrganized  the  Board  of  Review  as  directed  by  the  41st  Legislative  Assembly. 
This  Board,  with  staff  assistance  from  the  Budget  Division  prepared  and  approved  a  Cost 
Allocation  Plan  and  a  State  Pro-Rata  Plan  for  the  1969-70  fiscal  year.     Under  these  plans, 
services  provided  by  central  governmental  agencies  are  charged  back  to  other  programs.    The 
General  Fund  was  reimbursed  about  $140,000  in  the  first  year's  operations  of  the  State 
Pro-Rata  Plan. 

COST  AND  PERFORMANCE  SUMMARY 

FISCAL     YEAR 

1968-69  1969-70  1970-71 


Cost $20,923  $35,020  $57,230 

Performance:  Provided  for   management   con-  Implemented  a  management   memo 

suiting  services  for  the  purpose  system,  improving  communications, 
of  determining  fiscal  administra-  establisfiing  uniform  operating  pro- 
tive  needs.  cedures,  and   improved     general 

management  practices.  Establlsfied 
ttie  Budget  Office  wilfiin  the 
Department  of  Administration. 
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PROGRAM  ►      ACCOUNTING 

SERVICES  PROVIDED 

This  program  is  responsible  for  the  daily  processing  of  State  agency  claims 
and  Treasurer's  receipts.     The  program  provides  reports  of  financial  activities  to  the  various 
State  agencies  and  other  interested  parties. 

OBJECTIVES 

Provide  complete  and  accurate  financial  information,  in  proper  form,  and  on  a 
timely  basis,  to  assist  the  Legislative  and  Executive  branches  to  carry  out  the  operation  of 
State  government. 

o Continue  streamlining  claim  processing  procedures  to  handle  an  anticipated 
increased  volume  of  claims.  (The  claim  load  increased  approximately  18% 
between  fiscal  years  1968-69  and   1969-70.) 

"Make  a  concentrated  effort  to  improve  the  monthly  financial  reports  to 
provide  a  better  tool  for  management. 

o Compile  a  consolidated  financial  report  for  the  State  of  Montana  using 
both  the  financial  reports  received  from  the  various  State  agencies  and 
Central  Accounting  records. 

TARGET  GROUP 

Central  Accounting  provides  accurate  accounting  services  to  all  State  agencies 
within  the  Treasury   Fund  System. 

ACHIEVEMENTS 

° Instituted  a  sample  claims  pre-audit  program.  This  has  enabled  Central 
Accounting  to  process  more  work  with  three  less  people  and  still  get  the  work  out 
faster.     This,  in  turn,  has  helped  accelerate  payments  to  vendors. 

o  Instituted  an  automated  procedure  for  recording  purchase  orders  and  claims 
against  the  purchase  orders.     This  has  accelerated  processing  time;  increased  the  accuracy 
and  improved  control  over  expenditures.     In  addition,  various  State  agencies  are  now 
receiving  computer  generated   reports  of  expenditures  associated  with   this  process. 

COST  AND   PERFORMANCE   SUMMARY 

FISCAL     YEAR 


1968-69 196970 197071 

Cost 8152,876  3149,346  $165,993 

Performance: 

Average  number  of  claims 

processed  per  day.  700  850  925 
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PROGRAM^     ARCHITECTURE  AND  ENGINEERING 
SERVICES  PROVIDED 

This  program  administers  the  Capital  Construction  Program  which  includes 
renovation  of  existing  buildings,  construction  of  new  facilities;  and  formulating  a  long 
range  building  plan  for  the  State  of  Montana. 

OBJECTIVES 

The  primary  objective  of  the  Architecture  and   Engineering  Program  is  to 
fulfill  the  responsibilities  of  the  State  Construction   Program  in   the  most   logical,  expedient 
and  efficient   manner.     Secondary  objectives  are  as  follows; 

o Review  and  codify  all   laws,  rules,  regulations,  policies  and 
procedures  governing  the  construction   program. 

o Publish  instructional  and  procedural  manuals  directed  to  the 
architectural  profession,  the  construction  industry,  and  State 
and   Federal  governmental  agencies. 

o  Re-evaluate  personnel  and  positions  within  the  Architecture 
and   Engineering  Program  due  to:      (a)   new  Federal  and  State 
policies  requiring  full  time  inspectors  on  major  jobs;     (b)   the 
implementation  of  the  construction  accounting  program  within 
the  Architecture  and   Engineering  Program,  and     (c)   the  demand 
to  provide  review,   inspection,  and  technical  services  in  the 
mechanical  and  electrical  engineering  fields. 

"Implement  a  program  for  storage  and  cataloguing  of  plans 
and  specifications,   including  necessary  files  and  equipment. 

o Investigate  a  program  of  pre-planning  for  all  major  projects  to 
ensure  adequate  investigation  and  estimating  before  requesting 
extended  funding. 

o Investigate  and  formulate  a  program  of  "cash"  financing  for 
the  building  program  derived  from  a  dedicated   tax  source. 


TARGET  GROUP 

Basically,  this  program  provides  building  planning  and  coordination  services 
to  all  State  agencies. 

ACHIEVEMENTS 

"Involved  with   155  construction  projects  during  the  year  of  which  86  were 
major   projects  of  over  $10,000  each  and  69  were  minor  projects  of  under  $10,000  each. 
As  of  June  30,    1970,   thirty  major  projects  were  under  construction  representing  contracts 
of  $19,640,044. 
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"Kept  the  State  Capital  Construction  Program  movincj  forward  in  spite  of 
an  unfavorable  bond   market  and  an  out-of-date  State  statutory  interest   limitation  of  5Vi%. 
This  was  accomplished  by: 

oContinuing  the  design  work,   from  funding  sources,  until  bonds  could  be 
sold. 

"Issuing  relative  short-term   (9  year)   bonds  rather  than   long-term   (30  year) 
bonds  as  done  in  the  past. 

oAssisted  by  the  Managenrent  Systems  Unit,  implemented  a  central  fiscal 
control  over  all  State  capital  construction  projects,  exclusive  of  highway  construction. 
This  resulted   in  substantially  accelerating  payments  to  contractors  for  work  done,  and 
provided  management  with  its  first  comprehensive  record  of  the  State's  capital  construction 
program. 


COST  AND   PERFORMANCE 


Cost 


1968-69 


$67,060 


FISCAL     YEAR' 
1969-70 
$91,507 


1970-71 


$123,011 


Performance: 

Authorized  Construction      Involved   in  approximately  Involved   in   155  authorized 

project   involvement.  137  authorized   construction  construction   projects  of  which 

projects  valued  at   $12,000,000.      86  were   "over  $10,000"  and 
69  were  classified   "under 
$10,000". 


Anticipate    involvement    in 
at   least   160  authorized 
construction  projects. 


PROGRAM^      BUDGETING 

SERVICES  PROVIDED 

Assists  in   the  preparation  and  administration  of  the  State  of  Montana  budget 
by  aiding  the  State's  Chief  Budget  Officer  (Governor)   and  the   Legislature  in   making  the 
best  possible  decisions  in  allocating  fiscal  resources  to  meet  public  needs,  and  insuring 
that  governmental  agencies  carry-out  State  programs  efficiently  and  effectively  in  compliance 
with   Legislative  intent. 

OBJECTIVES 

"To  develop  a  budget  process  which  incorporates  the  principles  of  program 
budgeting,   long-range  fiscal  planning,  and  performance  indicators  as  best  suited  to  the 
Stato  of  Montana. 

"To  refine  the  indirect  cost  allocation  plan  to  reflect  program  costs  daily  and 
lo  ri'diirc   tin-  General   Fund  support  of  non-General   Fund  agencies. 

oTo   rc-oviiluato  tujency   progr.im   structures  to   insure   thdt   they  reflect   the  goals 
.mil   p(iipos(>s  of  (;.)ch  a()(MK:y   in   ri^lation    lo   program  guidelines. 
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oTo  develop  concise  General   Fund  source  data  for  use.   in  revenue  planning 
and  forocastincj  by  all  divisions  of  government,  and  related  improvement  in  Gener^il   Fund 
revenue  reporting. 

oTo  deliver  effective  staff  support  to  tfie  Governor,  Controller,  and   Legislature, 
upon  request. 

TARGET  GROUP 

Tfie  Statewide  Budget  Administration  program  assists  in  tfie  preparation  and 
administration  of  the  State  budget  to  make  the  best  possible  decisions  in  allocating 
resources  to  meet  public  needs  and  assure  that  governmental  agencies  adhere  to  the  State 
budget  programs.     Therefore,  target  groups  are  every  agency  within  State  government. 

ACHIEVEMENTS 

° Designed  and   implemented  a  new,  computerized  monthly  report  that  shows 
the  agency's  expenditures  for  the  month,  year-to-date,  and  the  per  cent  of  the  budget 
expended.     This  information   is  provided  by  program  and  by  object  of  expenditure.    Budget 
Status  Reports  have  proven  to  be  a  valuable  tool  for  fiscal  management,  both  at  the 
agency  level  and  at  the  State  level. 

o Adopted  a  revised  format  for  presenting  the  agency  budget  requests  for  the 
1971-73  biennium.     Agency  programs  have  been  revised  and  realigned   to  more  fully 
explain  each  agency's  operations  and  the  financing  thereof.     The  emphasis  will  be  on  what 
is  done  rather  than  how  it  is  done.     This  will  provide  management  and  the   Legislature 
with  better  data  from  which  to  make  decisions. 

"Prepared  a  Pro-Rata  Plan  to  allocate  the  costs  of  services  provided  by  central 
General   Fund  agencies  for  non-General   Fund  agencies.     This  plan  was  prepared  under  the 
direction  of  the  Board  of  Review  in  accordance  with  Chapter   11,   Laws  of  Montana,   1969. 
As  a  result  of  this  plan,  reimbursements  to  the  General   Fund  were  approximately  $140,000 
during  the   1969-70  fiscal  year. 

"Prepared  a  Cost  Allocation   Plan   in  accordance  with  United  States  Bureau  of 
Budget  Circular  A-87  which  apportions  part  of  the  costs  of  central  services  provided  to 
various  Federal  grant  programs  and   Federal  contracts.     These  allocated  costs  are  eligible 
for  reimbursement  under  the  grant  or  contract   provisions. 

"Prepared  and  published  an  analysis  of  General   Fund  revenue  sources.     This 
report  contains  information  regarding  the  sources  of  revenue  by  responsible  agency;  statutes 
governing  collection;   historical  collection  data;  and  recommendations  for  modifications  in 
revenue  accounting  and  reporting.      For   the  first   time,  all  General   Fund  revenue  sources 
are  now  summarized   in  one  report. 

"Conducted  a  review  and  evaluation  of  the  accounts  within  the  eight  non- 
General   Funds  of  the  State's  Treasury   Fund  Structure.     The  published  report,  which   is 
maintained  on  a  perpetual  basis,  contains  information  regarding  each  account.     For  example; 
source  of  revenue;  the  purpose  or  use  of  such  revenues;  and  the  recent  appropriation 
history.     A  number  of  inactive  accounts  have  been  eliminated  from  the  Treasury  Fund 
Structure  as  a  result  of  this  report. 
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COST  AND   PERFORMANCE   SUMMARY 


FISCAL     YEAR 

1968-69 1969-70  1970-71 


Cost $89,628  $69,203  $87,596 


Performance: 

Fiscal  Notes  prepared  171  106 

Budget  Amendments  61  94 

Supplemental  requisitions 
processed  1 1  4 


117 
100 


PROGRAM^      DATA  PROCESSING 
SERVICES  PROVIDED 

The  Central  Data  Processing  program  was  established   in   1965  to  provide  greater 
data  processing  services  for  a  number  of  State  agencies  through  the  centralization  of 
personnel  and  equipment.     This  program  provides  also  duplicating  and  copy  reproduction 
services  for  the   Legislature  and  the  various  State  agencies. 

OBJECTIVES 

o  Effectively  and  economically  provide  the  necessary  data  processing  services  for 
the  various  State  agencies. 

"Provide  a  staff  of  system  analysts  and  programers  to  develop,  document,  and 
maintain  the  data  processing  projects  requested  by  the  various  State  agencies. 

°  Provide  the  necessary  duplicating  services  for  the  various  State  agencies  at  a 
minimum  cost. 

TARGET  GROUP 

The  Central  Data  Processing  program  provides  data  processing,  duplicating  and 
copy  reproduction  services  to  the  Legislature  and  all  State  agencies. 

ACHIEVEMENTS 

"Increased  equipment  utilization  by  7,392  hours  or   14,9%  over  that  of   1968-69 
fiscal  year. 

"Improved   the  Data  Processing  Center's  operations  as  follows: 

oOrdorod  <i   large  computer   to  replace  the  prestiiit  computer  in  September 
1970.     This  will  increase  the  capability  of  the  center  and  permit     user 
agencies  to  eventually  connect  directly  to  the  computer  through  a 
telephone  network. 
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o Prepared  and  distributed  ii  Dotu  Proccssinfj  Uscjr's  M.inufil   that  stMs 
forth  the  duties  and  responsiblities  of   the  Data  Processing  Center  and 
users  of  the  services. 

o  Implemented  instructions  for  improving  control  over  files,  processing 
procedures,  program  documentation,  and  work   in  progress. 

"Increased  the  efficiency  of  the  Center's  programing  capability  by  increasing  the 
size  and  supervision  of  the  programing  staff. 

"Increased  the  capacity  of  the  Copy  Center  by   the  addition  of  one  duplicating 
machine.      In  addition,  another  duplicating  machine,  collator  and  copymaker  have  been 
ordered  by  the   Legislature  for  delivery  this  fall.     This  new  equipment  should  substantially 
reduce  the  Legislature's  printing  costs  and  accelerate  bill  printing  time. 

oThe  duplicating  work  performed  for  State  agencies  during  the   1969-70  fiscal 
year  totaled  $33,521;  an   increase  of  $8,613  or  34.6%  over  that  of  the   1968-69  fiscal  year. 


COST  AND  PERFORMANCE  SUMMARY 


1968-69 


Cost 


Performance: 

Computer   Hours 
Data   Capturing 
Unit   Record   Processing 
Forms  Handling 

TOTALS 


>I>00,108 


2,627   Hours 

39,577   Hours 

6,862   Hours 

547  Hours 

49,613  Hours 


FISCAL     YEAR  ■ 

1969-70 
$601,262 


2,994  Hours 

48,135  Hours 

5,284  Hours 

592  Hours 

57,005  Hours 


1970-71 


$738,133 


3,225   Hours 

54,470  Hours 

5,000   Hours 

615   Hours 


63,310   Hours 


PROGRAM^      GENERAL  SERVICES 


SERVICES  PROVIDED 

This  program  provides  custodial  care  of  buildings  and  grounds  in  the  capitol 
complex;  supervision  of  the  statewide  telephone  network;  supervision  of  mailing  facilities 
in  the  capitol  area;  allocation  of  office  space  in  Helena;  and  assisting  in  the  establishment 
and  maintenance  of  a  records  management  program. 

OBJECTIVES 

"Arrive  at  an  effective  balance  between  the  continued  increased  demands 
placed  upon  the  statewide  telephone  network  and  the  most  efficient  and  economical 
facilities  that  can  be  provided  to  meet  the  demands. 
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"Establish  a  perpetual  inventory  of  occupancy  and  develop  a  planning  program 
for  the  effective  forecasting  of  future  space  requirements. 

"Establish  an   improved  program  for  the  systematic  repair  and  maintenance  of 
buildings  in  the  capitol  complex  based  on  the  value  of  the  buildings  and  the  minimum 
funds  required  to  maintain  the  buildings  in  the  most  economical  condition  of  repair. 

"Extend  the  security  protection  provided  for  the  building  jiid  greiunds  in  iho 
capitol  complex  as  necessary  to  protect  against  the  nationwide  trend  of  incruiiscd  violence 
toward   public  prop>erties. 

"Within  available  resources,  improve  the  statewide  records  management  program. 


TARGET  GROUP 


The  General  Services  program  provides  custodial  care  of  all  buildings  and  grounds 
in  the  capitol  complex  and  the  supervision  of  the  Statewide  telephone  network.     Generally, 
all  State  agencies  serve  as  the  program's  target  group. 


ACHIEVEMENTS 

"Increased  the  level  of  guide  service  in  the  capitol  building  to  provide  regularly 
scheduled  tours  every  half  hour  from  9  a.m.  till  6  p.m.  seven  days  a  week  during  the 
tourist  season. 


"Installed  an  automatic  telephone  switchboard  to  replace  the  manual  PBX 
switchboard.     State  offices  now  recieve  better  telephone  service  with  two  less  operators. 


"Added  new  lines  to  the  State  telecommunications  network   to  improve  the 
level  of  telephone  service. 
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COST  AND  PERFORMANCE   SUMMARY 


Cost. 


Performance: 


1968  69 


$371,365 


Remodeled  house  of  represent- 
atives area. 

Purchased  additional  land 
adjacent  to  the  capitol  connplex. 


FISCAL     YEAR 

196970 

$363,154 


Installed  additional  telephone 
lines:    4  wats  lines    17  tie 
lines  (centrex  system) 


197071 


$407,331 


Provide  24  hour  security 
for  capitol  complex. 


PROGRAM^      MANAGEMENT  SYSTEMS 


SERVICES  PROVIDED 

Accounting  services;  forms  design;  fiscal  management  staff  recruitment;  and  all 
other  functions  within  the  realm  of  management  consulting  services  are  provided  to  all 
State  agencies  upon  request.     Fiscal  management  and  management  control  systems  for 
statewide  application  are  established  also. 

OBJECTIVES 

Many  of  the  State's  management  systems  are  archaic  and  critically  in  need  of 
revision.     Management  Systems  is  designed  and  staffed  to  provide  assistance  to  all  State 
agencies  to  provide  needed   improvements.     The  objectives  of  Management  Systems  are 
best  described  through  recognition  of  the  following  four  elements. 

^Administration.    To  provide  for  the  effective  development,  direction  and 
coordination  of  the  overall  management  systems  effort. 

^Statewide  Uniform  Accounting  and  Budgeting  System.     Develop,  implement, 
modify,  and  perfect  an  accounting  and  budgeting  system  that  will  utilize  modern, 
sophisticated  managerial  techinques  resulting  in  the  more  efficient,  effective  and  economical 
provision  of  governmental  services. 

►  Management  Consulting  Services.     To  provide  requesting  agencies  with 
management  consulting  services  as  needed  to  identify  and  solve  management's  operational 
problems  through  application  of  creative,  progressive  management  arts  and  sciences. 

►  Central  Accounting  Services.      Provide  effective  and  economical  bookkeeping, 
accounting  and  financial  management  services  to  the  relatively  smaller  State  boards, 
commissions,  and  agencies. 


TARGET  GROUP 


Management  Systems  provides  management  services  to  all  State  agencies. 
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ACHIEVEMENTS 

The  benefits  to  be  derived  from  improving  management  processes  within 
State  government  are  numerous  and  can  be  realized  in  the  form  of  providing  better 
services  to  the  citizens  of  the  State  and  by  substantially  decreasing  the  costs  of  government. 


COST   AND   PERFORMANCE   SUMMARY 


1968  69 


Cost 

Performance: 


Program   not   in 
existence 


■FISCAL     YEAR 
196970 
$47,331 


1970-71 


'Revised  central  claim  processing 
procedures  to  add  efficiencies 
and  decrease  costs. 
Results: 

•Reduced  claims  processing  work 
load  by  90%  ($28,000  savings) 

•Reduced  average  claim  processing 
time  from  5  days  to  2  days. 

•Provided  consulting  services  for  tfie 
Liquor  Control  Board  alleviating  the 
necessity  to  contract  vuith  an  out- 
side consulting  firm.     Resulting  in 
a  savings  of  approximately  $10,000. 

•Provided  form  design  services  for 
State  agencies  resulting  in  reproduction 
cost  savings  of  about   12  less  than 
printer  costs.     Also,  forms  were  able 
to  be  placed  into  use  3  to  4  weeks 
sooner. 

•Established  effective  financial 
administrative  controls  over  building 
construction  projects  under  the 
jurisdiction  of  the  State  Controller. 
This  action  enabled  the  Architecture 
and  Engineering  Program  to  effectively 
discharge  statutory  fiscal  administrative 
responsiblities.     This  resulted  in  a  more 
effective  utilization  of  federal  cost 
sharing  funds. 

•Provided  central  accounting  services 
to  agencies  needing  financial  record 
keeping  and  advisory  services. 


$192,742 

Continue  development  of 
a   uniform  accounting  system. 
Provide  consulting  services  to 
requesting  agencies. 


PROGRAM  ►     PURCHASING 

SERVICES  PROVIDED 

The  Central  Purchasing  Program  contracts  for  and  purchases  and/or  sells  all 
supplies  or  materials  of  whatever  nature  necessary  for  the  proper  transaction  of  each  and 
every  State  department,  commission,  board  or  institution  within  statutory  regulations. 
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OBJECTIVES 


Affect  monetary  savings  by  the  use  of  multi-year  contracts  not  exceeding  three 
years.  Make  aconcerted  effort  to  add  a  standards  and  specifications  sub-program  within  the 
Central  Purchasing  Program.    A  continual  effort  will  be  made  to  pursue  the  use  of  consolidated 
and  faster  methods  of  purchasing,  including  the  adaptability  of  high  speed  computers. 

TARGET  GROUP 

Provides  services  to  all  State  agencies. 

ACHIEVEMENTS 

■COMMODITY  DISTRIBUTION  PROGRAM: 

Received  a  federal  assistance  grant  of  $45,547  for  the  expansion  of  the  Commodity 
Distribution  Program  in   Montana.     This  grant  enabled  the  Purchasing  Division   to: 

"Move  the  program's  central  warehouse  from  Warm  Springs  State 
Hospital  to  a  leased  warehoue  in   Helena. 

"Hire  two  and  one-half  more  persons  for  the  program  and  thus  improve 
the  coverage  and  field  supervision  of  the  program  throughout  the  state. 

Transferred  the  Commodity  Distribution  Program  to  the  Welfare  Department 
effective  July   1,   1970.     This  administrative  move  was  made  to  provide  better  coordination 
and  supervision      of  welfare  programs  within  the  state. 

■PURCHASING: 

Improved  the  central   purchasing  function   by: 

o Adding  another  buyer  to  the  staff  of  four  buyers. 

o  Redesigning  and  improving  the  format  of   standard  purchasing  forms 
used  statewide. 

COST  AND   PERFORMANCE  SUMMARY 


1968  69 

1969-70 

1970-71 

Cost 

$106,659 

$136,443 

$112,058 

Performance: 

Requisitions  processed 

14,188 

14,683 

14,982 

Purchase  Orders  processed 

18,338 

17,319 

17,454 

Term  or  annual  contracts 
awarded 

22 

22 

22 

Individual  requests  for 
quotations  processed 

5,120 

5,732 

5,931 

Claims  for  local  purchases 
processed 

65,000 

65,632 

65393 

Formal  calls  for  bid 

1,043 

957 

960 
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PROGRAM    COSTS    BY    OBJECT    OF 

EXPENDITURE    AND    SOURCE    OF    FUNDING 

1969-70    FISCAL    YEAR 


SUMMARY 


OBJECT    OF    EXPENDITURE 


PERSONAL    SERVICES 

OPERA  TIONS 

CAPITAL 

GRANTS  AND  BENEFITS 

TOTAL    EXPENDED     

LESS:     DATA  PROCESSING  PROGRAM 

NET  TOTAL  EXPENDED    

SOURCE    OF    FUNDING 

GENERAL    FUND 

EARMARKED  REVENUE  FUND 

FISH  AND   GAME  ACCOUNT 

HIGHWA  Y  ACCOUNT 

VETERANS  MEMORIAL  ACCOUNT 

FEDERAL  AND  PRIVATE  REVENUE  FUND 

CAPITOL   BUILDING  ACCOUNT 

REVOLVING  FUND 

CONSTRUCTION  ACCOUNT 

TOTAL    EXPENDED 


$    758.080 

721,044 

14.142 

0 

$1,493,266 

-  601,262 

$    892.004 


$720,903 

35,669 

66.555 

1,149 

43,856 

23,872 
$892,004 


1 

a: 
O 

o 

IT 
a. 

CONTROLLER 

► 

OBJECT    OF    EXPENDITURE 

PERSONAL    SERVICES 

$29,616 

3,901 

1.503 

0 

$35,020 

OPERA  TIONS 

CAPITAL 

GRANTS  AND   BENEFITS 

TOTAL    EXPENDED            

► 

SOURCE    OF    FUNDING 

GENERAL    FUND                                              

$35,020 
$35,020 

TOTAL    EXPENDED 
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PROGRAM   COSTS    BY    OBJECT    OF 

EXPENDITURE    AND   SOURCE    OF    FUNDING 

1969  70    FISCAL    YEAR 


PERSONAL    SERVICES 
OPERA  TIONS 
CAPITAL 
GRANTS  AND  BENEFITS 
TOTAL   EXPENDED 


SOURCE    OF    FUNDING 


GENERAL   FUND 

EARMARKED  REVENUE  FUND 
HIGHWAY  ACCOUNT.   .  . 


TOTAL    EXPENDED. 


S  82,791 
66.555 


Si  49.346 


ARCHITECTURE  AND  ENGINEERING 


OBJECT    OF    EXPENDITURE 


PERSONAL    SERVICES    .  . 

OPERA  TIONS 

CAPITAL 

GRANTS  AND   BENEFITS 
TOTAL    EXPENDED. 


GENERAL   FUND    

REVOLVING  FUND 

CONSTRUCTION  ACCOUNT. 


SOURCE    OF    FUNDING 


TOTAL    EXPENDED. 
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S  81.832 

9.371 

304 

0_ 

S  91,507 


$  67.635 
23,872 


$  91,507 


PROGRAM    COSTS    BY    OBJECT   OF 

EXPENDITURE    AND    SOURCE    OF    FUNDING 

1969  70    HSCAL    YEAR 


PERSONAL    SERVICES   .  . 

OPERA  TIONS 

CAPITAL 

GRANTS  AND  BENEFITS 
TOTAL   EXPENDED  . 


S  58.464 
9,644 
1,095 

g_ 

S  69,203 


SOURCE    OF    FUNDING 


GENERAL   FUND 


TOTAL    EXPENDED. 


$  69,203 


$  69,203 


2 
< 

O 

O 
a: 

0. 

DATA  PROCESSING 

►                                                                OBJECT    OF    EXPENDITURE 

PERSONAL    SERVICES 

S354,877 

245.110 

1,275 

0 

OPERATIONS 

CAPITAL 

GRANTS  AND   BENEFITS 

TOTAL    EXPENDED 

$601,262 

NOTE:     MEMORANDUM  ONLY,   COSTS  CHARGED    TO  AND   REPORTED  BY  OTHER 

►                 PROGRAMS                             SOURCE    OF    FUNDING 

REVOLVING   FUND 

CENTRAL   DATA  PROCESSING  ACCOUNT                                              

$601,262 
$601,262 

TOTAL    EXPENDED 

PROGRAM   COSTS   BY    OBJECT    OF 

EXPENDITURE    AND    SOURCE    OF    FUNDING 

1969  70    FISCAL    YEAR 


PERSONAL    SERVICES    .  . 

OPERA  T10NS 

CAPITAL 

GRANTS  AND  BENEFITS 
TOTAL   EXPENDED  . 


SOURCE    OF    FUNDING 


GENERAL   FUND 

EARMARKED   REVENUE  FUND 

VETERANS  MEMORIAL  ACCOUNT.  .  . 
FEDERAL   AND  PRIVATE   REVENUE  FUND 

CAPITOL    BUILDING  ACCOUNT 


TOTAL    EXPENDED. 


S  23.136 
335.326 
4.692 
0_ 

$363. 154 


$318,149 

1.149 

43,856 


$363, 154 


s. 
< 
cc 
O 
o 

X 

a. 

MANAGEMENT  SYSTEMS 

►                                                                 OBJECT    OF    EXPENDITURE 

PERSONAL    SERVICES 

$  39.705 

5.146 

2.480 

0 

S  47.331 

OPERATIONS 

CAPITAL 

GRANTS  AND   BENEFITS 

TOTAL    EXPENDED 

►                                                                   SOURCE    OF    FUNDING 

GENERAL    FUND                                                                                     

S  47,331 
$47^331 

TOTAL    EXPENDED 
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PROGRAM    COSTS   BY   OBJECT   OF 

EXPENDITURE    AND    SOURCE    OF    FUNDING 

196970    FISCAL    YEAR 


PERSONAL    SERVICES   .  . 

OPERA  TIONS 

CAPITAL 

GRANTS  AND  BENEFITS 
TOTAL    EXPENDED  . 


$103,818 

30.958 

1.667 

q_ 

$136,443 


SOURCE    OF    FUNDING 


GENERAL   FUND 

EARMARKED  REVENUE  FUND 

FISH  AND  GAME  ACCOUNT 


TOTAL    EXPENDED. 


$100,774 
35.669 


$136,443 
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